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GRAPHICS TECHNICIAN 
 
PURPOSE AND NATURE OF WORK 
 
 Position is responsible for operating personal computer desktop publishing software and 
related equipment.  Work involves composing forms, brochures, etc. to meet the specific needs 
of the user.  Specific instructions are received for new or unusual work situations.  Work is 
performed under the general supervision of the Printing Supervisor. 
 
ILLUSTRATIVE EXAMPLES OF WORK  (Note:  These examples are intended only to 
illustrate the various types of work performed by incumbents in this class.  All of the duties 
performed by any one incumbent may not be listed, nor does any incumbent necessarily 
perform all of these duties.) 
 
 Discusses the printing order with the user to determine the order’s specifications.  Creates 
original artwork designs for signs, brochures, etc. using computer drawing and scanning 
programs.  Scans photographs into computer and manipulates to create new designs.  Mixes film 
development chemicals, makes straight-line negatives and halftones, and develops and masks 
negatives.  Assists with copying, binding and press operation when needed. 
 Performs related work as required.  
 
NECESSARY KNOWLEDGES, ABILITIES, AND SKILLS 
 
 Considerable knowledge of the personal computer desktop publishing software including 
layout programs, drawing programs and scanning programs. 
 Considerable knowledge of business English, spelling, punctuation and layout 
techniques. 
 Knowledge of film and photomechanical (PMT) processing techniques. 
 Ability to compose and lay out business forms, brochures, etc. 
 Ability to establish and maintain effective working relationships with employees in other 
departments, and fellow employees. 
 Ability to type at a productive speed. 
  
DESIRABLE TRAINING AND EXPERIENCE 
 
 Graduation from high school and experience with desktop layout programs, drawing 
programs and scanning programs for a personal computer; some experience in graphics and 
layout work preferred; or any equivalent combination of training and experience. 
 
 
 


